Open House
Checklist for Open House/Parent Visitation Day

Open House, or Parent Visitation Day, is on Columbus Day, which is a holiday for many government workers, and more parents are available to visit schools that day.  Some of you will get many parents, others only a few. 
Regardless of how many come, you want your school to be presented in the best possible light so that parents leave with a positive impression that they can share with their families, friends, and neighbors.
Principals have different philosophies regarding Open House.  Some principals want parents to see students engaged in as normal a day as possible, while others believe that Open House is a good time to showcase certain programs or practices.  Either way, it is a wonderful opportunity for parents to see students in action. Here are some ideas about how to make the day go smoothly.

· Inform parents when Open House is occurring at your school and let them know any other information they need. (Do they need to bring ID’s?  Where should they sign in? Are small children allowed? etc.)  Think about putting out a Connect Ed message, sending home a written reminder, putting a notice on your school’s sign board, and/or posting information on your school’s web site. Translated material is very important to ensure access to your non-English speaking population. 
· Be sure all staff members know what plans are in place for Open House at your school and any special preparations that have been made by you or others on staff.

· Arrange in advance for language and sign language interpreters if that is a need in your school. 

· Be highly visible throughout the Open House so that you greet parents as they arrive and are available to answer questions or schedule future meetings, where appropriate. (As with Back to School Night, avoid on-the-spot conferences when possible.) Consider holding a principal’s coffee at a designated time during the day. If you choose to, advertise it in advance. 
· At a staff meeting preceding Open House, state your expectations for staff. What kind of lessons do you want parents to see? Parents want to see teachers teaching and students actively engaged in learning, so don’t schedule assessments. What types of student work should be on display in halls and on classroom bulletin boards? Encourage staff to be present that day unless they are sick or an emergency arises. However, if a staff member must be absent, make sure that a substitute who is familiar with the school has been identified and that appropriate plans have been communicated. 
· Make arrangements for parents to sign in as soon as they enter the school.  Since there will be more visitors than usual, you may want to station the attendance secretary, PTA volunteers, and/or student ambassadors in the main entryway. 
· Have sign-in sheets prepared and decide what information you are going to request (e.g., name of parent/guardian, relationship to student, name of student they plan to see, time parent enters and exits, etc.) Are ID’s going to be checked? Is the Open House just for parents or relatives? 

· Decide who is going to greet parents at the sign-in location. (Security assistant? another staff member? parent volunteer?) 

· Give parents visitor badges at the sign-in location and ask them to wear a badge while in the building.

· Make sure parents who need a copy of their child’s schedule receive it.  If your school is using an A/B block or rotating schedule, make sure parents are told which classes are meeting that day.
· Provide parents with a map of the school and make sure signs are posted to make it easy to find classrooms.

· Arrange for building services staff to bring extra chairs to classrooms that may need additional seating.

· Determine if adequate parking is available, and if not, decide where overflow parking will go and provide assistance to direct traffic. Communicate that information in notices that go home in advance. 
· Plan how lunch will be handled.  (Are there enough seats in each lunch period to allow parents to eat lunch with their child in the cafeteria? Are you going to allow parents to take their child out for lunch, and if so, are parents informed that they have to sign their child out and in?)

· Think about setting up a parent hospitality room.  If you are going to provide refreshments for parents (a nice idea, even if it is just coffee and doughnuts/cookies), decide where the refreshments will be offered and how parents will be notified.  (Many PTAs will provide refreshments for parents during Open House.) Sometimes student groups take advantage of the fund-raising opportunity and organize a bake sale. 
· Make sure staff wear name badges or school shirts, etc. to identify themselves as staff in case a parent needs to ask for assistance.

· Prepare for staff members who might not be present during Open House.  Put team leaders and leadership team members on notice to be ready to support any substitute teachers.  Make sure back-up plans are in place in case a key staff member is absent. If a teacher is absent, consider rescheduling a time, such as Veterans’ Day, when parents can come again.
· If you allow parents to bring younger siblings, communicate to parents your expectations regarding young children in classrooms.  What will you do if a parent brings small children who disrupt a class?

· Remind building services to get the facility in tip-top shape before Open House.  On the morning of Open House, make sure that building services have completely cleaned up inside after community users, and make sure the grounds have been picked up after the weekend activities. Make sure lavatories are clean. 
· If you receive any thank you emails, letters, or notes, share them with the staff. It’s always nice to brag about your accomplishments and efforts to reach out to your parent partners.

· Write about the Open House in your next principal’s column.

· Send a ConnectEd message thanking parents for coming to Open House.

· Send an email message to staff thanking them for their hard work and dedication that resulted in a successful Open House.

· Post digital photos of Open House on the school website and on a bulletin board near the main office. 

